How to Modify an Audit

Tl version 10.7

APPLICABLE TO: @ Admin
(O Manager

QO Editor
O Reader

While Audits can be modified after creation, there are limitations imposed on the type
of change that can be made. In some cases, duplicating an audit is the better choice as
the new clone will have no limitations. See Job Aid: How to Duplicate an Audit.
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a Select an Audit. Draft audits can L
be fully edited, while Act/ve audits o e e
have their scope locked.
ehame Status
__________ \

+ | Quarterly Internal Audit |
| J
+ Test Audit Reasons for Failure DRAFT
. [ ] . r —-— -
qICk on the Edit button in the [C] Duplicate © Add | # Edit | @ Disable & Complete
ribbon. e
Update Interval / Frequency @ *  week
a Change the Settings you Auditor access level (O View only, no download
require on the first page. In the @ Full Access
case of an Active audit, only  cilinaiS
settings shown beside here can B
. - Send a notification when the
be altered (exact availability documents are added into audit (]
may vary). pool
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a Proceed to pages 2,3, and 4 to make Previous |ml
|

changes to Auditor/Responder/Audit |
Manager assignments. Step2 O ® O 0 O O .

Proceed to page 6, review that | AuditResponse [
ChaﬂgeS are Va“d, and C“Ck The following users and groups are defined as audit responders: -o
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a If the Audit you just modified was a q _____ R
Draftaudit, you may consider © Add # Edit ® Disable | @ Activate JI
Activating it now with the related
button in the ribbon.
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